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Aims of the policy

The organisation recognises the value of paying attention to the health and well being of our employees. The organisation is therefore committed to work with employees to strive to provide a healthy and safe working environment for all employees by promoting health and well being at work, assisting employee’s to maintain a work life balance and provide a workplace that is safe and healthy.
The Benefits of having a Well Being Policy
For the organisation 
Addressing employee’s health issues makes good business sense because:-

· Paying attention to employees health improves morale, productivity and employee relations ;

· Sickness absence is often as a result of hazards, preventable illness and job characteristics, such as inflexible working hours;

· Measures addressing health, safety or organisational issues can substantially reduce the level of sickness absence over time and the impact this has on cost and service delivery.
For Employees 

· Healthy employee’s are more energetic, less prone to accidents and are sick less often;

· Access to appropriate health and well being programmes can help employee’s to manage their health and can greatly improve morale;

· Positive health promotion can lead to better working conditions and enhance employee’s sense of control over their own lives;
· Promoting health and well being at work can lead to an improvement in overall quality of life.

For the Clients / Customers

Employee who are highly motivated and healthy provide a better level of service to  

Clients and Customers
Board of Trustee’s
The Board of Trustee’s fully supports that Health Promotion is an essential aspect of good human resources management and will support initiatives to promote well being at work. The board will support the development and implementation of positive action and procedures in:-
· Attendance Management
· Access to Occupational Health services / Counselling
· Employee management and  relations 
· Family Friendly Procedures (Carers support , bereavement etc)
· Organisational Change  (redundancy avoidance policy)
· Substance Misuse (Drugs, Alcohol etc.)
· Smoking Cessation

· Healthier Eating

· Regular Physical Activities

· Green Issues/Environmental  
Managers are expected to:
· Foster an environment that encourages mutual respect and general well being;
· Be accessible to employee’s;

· Ensure that employee’s know what standards of work performance are expected of them. This includes Health and safety standards and procedures;
· Ensure that employee’s know the risks associated with their job and that they are trained and up-dated to ensure that risks are minimised;
· Employee’s  have opportunities to contribute to the planning and organisation of their own jobs and if changes are  needed to their role that they are  consulted  as soon as possible about these changes
Employee’s are expected to:-
· Reflect on their own performance and determine how they can continue to improve;

· Maintain health and safety standards by working within procedures, participating in training, identifying and reporting potential risks and hazards;

· Reflect on their own lifestyles and use the information and services available to them to help promote their own well being.

Key Principles underlying this Policy are that:-
· Managers and employees work together to improve the way in which they can continue to develop a safe and healthy environment;
· Individuals will be empowered by providing opportunities and information for them to review their lifestyles thereby enabling them to determine what actions to take to improve their own health;

· The development, implementation and monitoring of procedure to support the implementation of this policy.
Procedure to support the achievement of this policy will include :-
· A clear statement on the scope of the procedure and how it supports this policy.

· Practical procedural guidelines

· Financial resources to support the implementation of the procedure. Including  training for managers  and awareness training for employees to support the implement the policies;

· Information for employees;

· The monitoring and evaluation of the procedure outcomes.

Monitoring
A major part of this Policy initiative will be monitoring the progress of the procedures developed to achieve the aims of this policy and procedures implemented in its support including impact and outcomes. The lead person identified for reporting regularly back to the Board of Trustees is the Chief Executive.
Management of Stress Procedure
Introduction
Individuals can cope with varying levels of pressure. Certain levels can be motivating and challenging providing job satisfaction and even improves performance in the short term. However, experiencing levels that cannot be responded to effectively can induce harmful mental, physical feelings and reactions known as ‘stress’. This procedure aims to reduce the impact of the working environment on employees to avoid employee’s ineffectiveness at work and also potential absences from work.
Effects of Stress

The body responds to various stress stimuli by increasing the heart rate and blood pressure, accelerating normal breathing patterns and increasing the flow of blood to the muscles.   These body changes can become harmful when a one off instance involves very high stress or continued exposure to stress over a period of time.

The thresholds beyond which stress becomes harmful will vary from individual to individual due to personal differences in non-work stress and variations in the response to workplace stress.  

Stress indicators include:

· Emotional – anxiety, anger, bereavement, depression, frustration, irritability, etc.
· Physical – aches and pains, raised blood pressure, headaches, dizziness, blurred vision, tiredness, etc.
· Mental – impairment of concentration, memory, judgement, decisiveness and motivation, etc. Increased use of caffeine, alcohol or drugs may be noticeable.

· Interpersonal – relationships may be more difficult and attendance at work may become excessive or poor, timekeeping and absence may become erratic, performance may be impaired and accidents may increase.

Causes of Stress at work
Work 

Stress can be caused by organisational or technological change, lack of participation in decision making, inadequate staffing levels and excessive workloads, job insecurity, lack of recognition, excessive working hours, etc.
Work Relationships

Poor management communication and inconsistent management, lack of appropriate training and support, bullying and harassment, repetitive work and under use of skills, uncertainty about responsibilities and time pressures, etc can cause stress to occur.
Physical Conditions

Poor ventilation, lighting, temperature control or equipment, etc

Causes of Stress at home

Provision of health
External factors at home may cause stress which when added to working pressures may result in the employee being unable to cope. The organisation will take a sympathetic approach to providing support and assistance by reducing workloads for an agreed temporary period where possible.

Bereavement

Bereavement can be very stressful and the support shown to staff outside the family unit can sometimes be very comforting.  A bereaved person does not always show how they are really feeling; therefore it is important to recognise that their emotions are going to be very up and down. The support given to staff upon their return to work is very important. It is also important to ask how they are feeling on a regular basis and offer them counselling if it is required.  Managers should always have an ‘open door’ for listening. 
Helping Employee’s to Manage Stress
The organisation recognises that stress management begins with recruitment and selection. The full range of tasks and demands of jobs will be made clear in realistic job descriptions and will be discussed during interviews. Any potential areas of pressure will be identified and where necessary risk assessments will be performed. All new employees will be fully inducted into the organisation and their role. Training needs will also be identified and addressed. 

The organisation will provide stress management training for managers to enable them to recognise the early signs of stress and deal successfully with them. As effective stress management is reliant upon senior employee’s taking the necessary action to reduce stress levels, it is most important that their stress levels are manageable to ensure that stress does not become institutionalised. (The organisation will make use of the Health and Safety Executive website which has a good stress assessment tool).
All employees’ should be aware of the causes of stress, and ensure that they do not work in a way that increases stress to themselves or their colleagues. To prevent stress, any interpersonal conflicts should be managed sensibly and in line with the appropriate procedure e.g. grievance.  Managers will undertake regular performance review of employees in line with the organisation policy and procedure on appraisals - performance targets will be agreed at these meeting.
Everyone has a responsibility to be self-aware and if they feel stressed or are struggling with any work based duties they should discuss these issues with their line manager or mentor straight away. An action plan can then be agreed and if necessary a risk assessment (using the HSE’s stress assessment tool) can be performed to develop appropriate solutions. 
In accordance with the management of attendance procedure a return to work interview will be held with the line manager following periods of sickness to discuss cause of absence and if stress related work or home does reasonable adjustment to duties need to be discussed with the employee (either short-term or permanently) redeployment considered etc .
To reduce the risk of stress related problems at work, the organisation will ensure:  

· Close employee involvement, particularly during periods of change;

· that employee’s have opportunities to contribute to the planning and organisation of their own jobs;

· that work targets are challenging, but reasonable;

· its policies and procedures for dealing with bullying and any form of harassment are implemented;

· communications between employee’s and management are encouraged through regular supervision, team meetings and the weekly employee’s meeting;

· the existence of a supportive culture in the workplace;

· employees avoid working excessive hours;

· flexible working arrangements are utilised to achieve work life balance;

· Provision of health promotion. 
· Ensure that staff take their holidays, since a major cause of stress is believing we cannot take a break
It may not be possible to eliminate all factors believed to be causing stress at work and if this is so, then employees will be made aware of this and supported with the organisation of coping with it.  Employees should help to regulate their own stresses by:
· rest and relaxation

· having a lunch break of at least 30 minutes away from the workplace

· taking regular exercise

· making time for leisure activities and interests

· talking things through with friends or manager
· taking time to think to assist time management

· eating sensibly

· avoiding excessive alcohol and tobacco consumption

· not being afraid to ask for help
In addition Managers need to be vigilant and offer additional support to any staff members who are experiencing stress outside work.

Reporting 

The Chief Executive must be made immediately aware of any absence attributed to work related stress. A senior manager will be appointed to investigate the absence and appropriate action taken to prevent the employee returning to the situation that caused the absence. The employee suffering from stress will not be victimised on return to work. The investigation will cover the following:

· Was workplace stresses the genuine cause of the absence?

· What was the cause – workload, harassment, conflict, etc?

· Have the organisation policies been utilised if appropriate – Grievance Procedure for example?

· Are other employee’s affected by the cause of the absence or the absence itself?

· Can the cause be eliminated or reduced to an acceptable level? If this is not practical, can the individual’s task be redesigned or training provided to enable them to deal with it? Or redeployed into another role.
When the employee returns to work, the findings from the investigation will be taken into account. Reduced hours for an initial period and / or limited duties may be decided upon. The investigating manager and employee will discuss and formally agree any such course of action.  If reasonable adjustments can not be made or alternative employment identified, termination on the grounds of capability may be the only cause of action. 
Monitoring and Review of Policy

This policy will be reviewed annually by the Personnel Committee and every three years by the Audit and Risk Committee.
Policy reviewed August 2010 and reviewed every three years
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